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Introduction

This handbook outlines the assessment appeals process for City of Dublin FET College, clarifying the

roles and responsibilities of centres, learners, and the City of Dublin ETB Appeals Office. Learners have

the right to appeal assessment outcomes, and centres are required to apply their internal appeals

procedures in the first instance, engaging with learners on a module-by-module basis.

Appeals are processed through the City of Dublin ETB online appeals system. All required learner

evidence must be made available electronically, with alternative arrangements agreed with the

Appeals Office where necessary. The handbook divides into the following sections:

Section 1:

Section 2:

Section 3:

Section 4:

Section 5:

City of Dublin ETB External Appeals Process

Centre Roles & Responsibilities
External Appeals Office Roles & Responsibilities

External Appeals Online Documentation

Information Letter to Learner on Appeal Application Process (sample letter)
Learner Appeal Application Form (word version in Handbook)

Centre Appeal Application Form (word version in Handbook and Microsoft Form)
Appeals Office Statement of Outcomes Report to College

Sample Letters from Centre to Learner/s

City of Dublin ETB Calendar for External Appeals

City of Dublin ETB Procedural Appeal

City of Dublin ETB Guidelines for Viewing of Examination scripts

These procedures are informed by QQl’s Core Statutory Quality Assurance Guidelines,

which require providers to operate fair, transparent, and accessible internal
assessment appeals processes.
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Section 1 City of Dublin ETB External Appeals Process

1. Centre Roles and Responsibilities

1. It is essential that before the learner lodges an External Appeal, the centre must first conduct
an Internal Appeals Process that:

a. Includes a telephone or in-person discussion with the learner on the nature of the
appeal

b. Checks that the assessment evidence has been assessed in its totality and all
calculations are totalled correctly.

c. Offers the learner the opportunity to view the assignments and assessment material
pertaining to the appeal

d. Reaches a decision with the learner in relation to confirming the grade awarded or if
an External Appeal application is required by the learner

e. Internal Appeals that are found to be successful should be refunded by the centre.

Centre can contact QQl through the QHelp function to amend the grade if they have been submitted
for certification.

2. Assign a unique Appeals Reference Number to each Appeal using the format: Centre Number -
Appeal — Sequential Number (e.g. 10-Appeal-01, 10-Appeal-02, 10-Appeal-03). Provide this
reference to the learner.

Example of: Appeal Reference Numbering

Centre Reference
Number Appeal Number

10 Appeal 01
10 Appeal 02

10 Appeal 03
. )

3. Once the learner has confirmed their intention to proceed to an External Appeal, the centre
must forward the appeal to the Appeals Office without delay.
Deadline: External Appeals must be received by the Appeals Office by 12 June 2026; late
appeals cannot be processed in time for CAO applications.

4. A fee of €40.00 is payable in respect of each component (module) grade being appealed. The
centre should use the MIT system when dealing with the appeal fee to enable the centre to
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refund the learner should their appeal be successful. Where the MIT system is not in a centre
fees should be lodged to the City of Dublin ETB Head Office Bank Account using the code XX-
544-1632 and email or upload a copy of proof of payment (remittance advice) along with a list

of the learner names and Appeals Reference numbers to: appealsoffice@cdu.cdetb.ie .

Record the learner’s name, the name associated with the payment method used at
lodgement, and the Appeals Reference Number.

This fee is refundable for successful appeals, and this will be refunded by the centre directly to
the learner using the same payment method used at lodgement, i.e. if a debit card is used the
refund will be made to that debit card. Ensure the names on the debit card match the
lodgement details.

2 The Centre must:

Send a list of the learner appeals to the appealoffice@cdu.cdetb.ie . This list will be checked against

the received appeals application MS forms. Omitted documentation may be requested to process the
appeal.

The centre should check the name and code of the component (module) is correct before sending in

the appeal. Ensure the learner marking sheets, learner authentication report by learner group by
minor award result sheet (downloaded from the QBS as a PDF) and copy of award component
specification & validated programme module descriptor or link to these documents is available to the
Appeals Examiner who will be using a cdetb.ie email account.

Appeal Naming Convention

Assign an Appeal Reference number to each Appeal as per the naming convention outlined above in
Section 1 Centre Roles and Responsibilities.

1. Ensure that the lodgment is recorded in the centre, as refunds will be made by the centre in the
same form the lodgment was made i.e: if a lodgment is made by debit card the refund will be
made to that card. If by a cheque, the refund will be made by cheque to the signature of that
account.

Lodgment made by

Lodgments to Appeal
& i Learner name “Name”

XX- 544-1632 Reference no.
( ) if different to the Learner

eg: Kevin Bloggs
eg: 2210001 eg: 10 Appeal 01 | Eg: Joe Bloggs .
(next of kin of learner)

Example of appeal details

2. Send a list of Appeal Reference Numbers + Learner Names for all lodged appeals for the Centre to
the Appeals Office email: appealsoffice@cdu.cdetb.ie

3. Complete the Centre Appeal Application Form (MS Form) i.e: one form for each appeal, and

forward this with the appeal evidence (shared drive with learner assessment evidence via
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OneDrive/other) and the following documentation and email to the Appeals Office at;
appealsoffice@cdu.cdetb.ie

v' Learner Appeal Application MS Form (a MS Word version available in handbook) + Centre
Appeal Application form (MS Form).

v' Learner assessment evidence will be shared via OneDrive to the Appeals Office email
appealsoffice@cdu.cdetb.ie. (The appeals office shares these files with the examiners. Do
not restrict access when sharing.

v'Learner Authentication Report by Learner Group by Minor Award Results Sheet
(Downloaded PDF from QBS) with component grade under appeal indicated

v" In modules with MIMLOs, include all tracking of MIMLOs.
v' Relevant award component specification & validated programme module descriptor

4. Forward all documentation online to appealsoffice@cdu.cdetb.ie as soon as a learner lodges their
appeal and ensure the centre has first completed their internal appeal process. The External
Appeals Office must receive all appeals by 12 June 2026 . It is not possible to ensure that appeals
processed after this date will be in time for CAO Round A and CAO Round Zero (zero round, is for
applications by FET learners).

5. The centre is required to check the relevant component specification and programme module
descriptor to ensure that all the codes are correct and the correct assessment evidence produced
by the learner is available online for the appeal examiner. Following the initial assessment, the
centre can only present evidence previously produced by the learner and made available previously
to the EA in a secure online platform/online storage. A Centre cannot submit/add-on new
evidence/any other documentation in relation to the appeal, e.g. letter of explanation to the
Examiner as any form of canvassing forfeits the appeal.

6. The centre has the responsibility for communications with learners. The External Appeals Office will
communicate directly with the centre in relation to the appeal. The centre has the responsibility to
ensure the learner does not contact or communicate with the External Appeals Office.

7. The centre must directly inform learners of appeal outcome(s) within a reasonable timeframe.

8. The External Appeals Office will inform QQI of successful appeal outcomes after the completion of
the External Appeals Process. QQl will make any required amendment to a grade on the QQl
System.

2. External Appeals Office Roles & Responsibilities

1. The External Appeals Process will involve a re-examination of:
a) The learner evidence presented for the component under appeal
b) The assessment grade awarded for the component

c) The External Appeals Office will assign an examiner.
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d) The appeals examiner re-examines evidence independently.

e) An appeals examiner will not be the assessor who made the original assessment decision

or the External Authenticator assigned by the centre during the assessment period for that
award.

2. The External Appeals Office will communicate the outcome of the appeal directly to the centre via
an online statement of appeal outcomes.

3. The centre will communicate the outcome of the appeal directly to the learner. The learner will
receive a refund of €40.00 per successful appeal.

4. The centre will refund the learner directly through its MIT system. For centres who do not use
this system, refunds will be made through Head Office Banking and will require the tracking
information (using the appeals naming /referencing convention discussed above in section 1) to

ensure that the refunds can be successfully refunded.

5. The External Appeals Office will communicate the outcome of a successful appeal directly to QQl.
In cases where an appeal is successful, QQl will amend the original result on the QQl system and
will issue a new certificate directly to the centre.

6. City of Dublin ETB External Appeals Office contact details:
E-mail: appealsoffice@cdu.cdetb.ie

Section 2: External Appeals Documentation

This section contains documentation required by learners and centres in respect of the processing of
External Appeals.

Information for Learners

1. Information on the External Appeals process and the procedures and deadline for submitting an
appeal must be available to the learner.

2. Learners are entitled to appeal their results awarded for individual awards or an aspect of the
assessment process.

3. Alearner who wishes to make an appeal must contact their centre for advice in relation to the
appeal. Once an External Appeal is agreed between centre and learner, the learner must complete
and submit a Learner Appeal(s) Application form available in soft copy (sample available in MS
Word format) from their centre.

4. A minimum of 10 working days from receipt of their results, must be given to learners - to meet
with Principal/designated staff member in relation to the appeal, and if making an External Appeal,
to return the application form and receipt of appeal fee(s) to the centre. The learners must be
informed of the date that complies with the minimum notice required, and learners should be
informed that appeals received by the centre after this date cannot be processed.
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5. Afee of €40.00 is payable in respect of each component being appealed. This fee is refundable
only in the case of successful appeal. The learner must pay the fee of €40.00 in the centre

lodgment MIT system. The centre then confirms the appeal reference number in the centre
application form.

5. The Centre should inform learners that without the payment of the fee, it is not possible to
process an appeal.

6. Learners must communicate directly with the centre and under no circumstances should contact
the External Appeals Office.
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1 Information Letter to Learner on Appeal Application Process
(sample letter)

Dear Learner

| am pleased to enclose your <provisional/final> QQl results for the <DATE of SUBMISSION>
assessment period. The enclosed document is a provisional/final statement of results, and not your
final QQI certificate.

Key to Grades

Distinction 80 - 100%
Merit 65 -79%
Pass 50 - 64%
Unsuccessful:  You have not achieved a Pass grade in the component.

Appealing a Provisional/Final Result

If you wish to appeal a provisional/final result, you must contact your centre to discuss your appeal.
Following this discussion, if you wish to lodge an appeal, you must complete and return the enclosed
Learner Appeal Form to the centre by <DATE>. A fee of €40 applies for each component appealed,
payment is made in your centre. You can only appeal the grade for assessment evidence you have
already submitted. You cannot submit new or additional assessment evidence.

Grounds for Grade Appeal are:

1. The learner believes marks were not added correctly or were not recorded properly
2. The learner believes the assessment was marked inappropriately

3. The learner believes assessment conditions did not comply with specifications, and the
learner reported the situation immediately to the relevant staff member

4. The learner maintains that all Module Intended Learning Outcomes (MIMLOs) have been
met. On this basis, the learner formally requests reconsideration of the assessment outcome
and a review of the recorded grade of 49%, with a view to its amendment to reflect the full
marks achieved.

Queries

Make any query in relation to the enclosed provisional/final statement of results to: <Relevant Staff
Member> / <Centre Name> / Centre contact details, email address or telephone number >

Signature Date

2. Learner Appeal Application Form (see template below available in MS Word)
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1. The Learner Appeal Application Form must be available from the centre for all learners
undertaking assessment.

2. The Learner Appeal Application Form (template) is in Microsoft Word, and as a MS form
format available to centres. This enables the centre to insert their own date by which the
learners must apply to appeal, ensuring that the learner adheres to the minimum requirement
of 10 working days.

3. The Learner Appeal Application form must be completed for each appeal and digitally signed
by the learner and Principal/designhated staff member.

4. The centre must forward the Learner Appeal Application Form to the Appeals Office; it can be
uploaded as part of the Centre Application (microsoft) Form.

Access to Learner assessment evidence must be made available to the Appeals Office,
appealsoffice@cdu.cdetb.ie by deadline date.

5. City of Dublin FET College centres will receive a soft copy version of this handbook and learner
Appeal Application Form. All documentation is available on www.cdetbcdu.ie Menu: Quality

Assurance; under the link: Quality Assuring the Assessment Process.

Centres wishing to use a Microsoft Form version of the Learner Appeal Application form instead of the
Microsoft Word document (in this document below) can click this link to duplicate a MS form template
(Learner External Appeal Microsoft Forms for use in your centre. - duplicate link) for use in their

centres.
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Section 2: Learner Appeals Application Form (Word format)

Learners wishing to appeal a component grade or any aspect of the assessment process must contact (insert
who to contact, how to contact here) to discuss the nature of the appeal with the Principal/designated staff
member. Following this discussion, learners who wish to make an appeal must complete this form for each
appeal and post or email this form to their centre, with the Appeal Reference Number for €40.00 per appeal
before:

<Insert Centre Date>

APPLICATIONS RECEIVED AFTER THIS DATE CANNOT BE PROCESSED

A fee of €40.00 is payable in respect of the grade being appealed. This fee is refundable in the case of a
successful appeal. The Learner must pay the fee to:

City of Dublin Education and Training Board

Learner’s Name: Learner’s PPSN:

'Appeal Reference Number in the total amount of € in respect of this Appeal
(Reference format: Centre Number + Appeal + Reference Number, e.g: 10 Appeal 01)

QQl COMPONENT CODE + GROUNDS FOR APPEAL Please Tick
TITLE (as relevant)

(one appeal per sheet)

1. Learner believes marks were not added correctly or were
not recorded properly

O

2. Learner believes the assessment was marked O
inappropriately

3. Learner believes assessment conditions did not comply
with specification, and the learner reported the situation O
immediately to the relevant staff member

4. The learner maintains that all Module Intended Learning
Outcomes (MIMLOs) have been met. On this basis, the
learner formally requests reconsideration of the O
assessment outcome and a review of the recorded grade of
49%, with a view to its amendment to reflect the full marks
achieved.

The appeal can only include previously presented securely retained assessment evidence.

New evidence cannot be submitted

No other documentation in relation to the appeal can be submitted,
(e.g. explanation letter to appeals examiner as any form of canvassing forfeits the appeal)

! The Appeal Reference Number ensures the learners payment can be tracked by the centre, the appeals office and Head Office banking.
Refunds must be verified by the details provided by learners linked to centres
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Learner Appeals Application Form (Microsoft Forms — Sample)

b
h‘ Duplicate this form to use as your own m

The survey wil £k apprcsdmately 5 mintss 0 complts.

* Required

1. Centre name and QI Centre Number * [

Select your answer w

2 Leamer PPSN * 1

Enfter yaur answer

3 Leamner name * 7

Enter your answer

£. Module Title & Code * [

Enter your anzwer

5. Has the €40 Foe been lodged by the centre

.
9 returcied by the centre B % 8 lodgment a rads by cave, £ ierded 1o Shet card /i e IOGIENE i made by chegr, il 8 whunded by chagas
an e igrare o the shege
O e
[&F™
() Other
6. If you have paid the External Appeal Fee, Flease i below* ) |

Tha Appadls TEtaranca .- 10 Appaa 01 |
1 that piymann hast bssn ik by soercna dse, ansura 2l dotalls of the payment are recansod so the lodgmest can b fourd. Ratunds may not b passiis I the kagmene
datad Rt ckear.

Enter your answer

7. Select the grounds for the appeal from the list below. * 17

the i i

Ing Intsmt 1 Appass £ w ary farm af the wprwal]

() 1- Loamar xkevas ddad
() 2 Leamar bakeves tha sssessment was marked inapprogriately

() ik e kg s e M i

(e e Mo 0 o e i R 1 i W e iy e erm s i
d grace af £95%, with 3 viow to it amerdment o reflect e full rarks achivad.

&. What iz the motivation for this appeal? * [0
() cao oners
() wntamal Frogression
O empkcymenn

() Other

B

Duglicate this form to use as your own. Duplicte it

¥ Microsoft 365

forms e e e oty P

[ Y p———
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3. Centre Appeal Application Form

All centre appeal applications must be submitted via the Microsoft application form see link below.

1. The Centre Appeal Application Form must be available to the centre for appeals office.

2. The Centre Appeal Application Form is a MS FORM, the centre can select their own centre title and
date information and add any information pertaining to the appeal.

1. The Centre Appeal Application Form must be completed for each appeal and indicate who has
approved the submission of this appeal, this is usually the Principal/Manager/designated staff
member.

5. The centre must submit the Centre Appeal Application Form to the appeals office along with the

Learners Appeal Application form (this can be uploaded when submitting the centre appeal for the
learner) and access to the learner assessment evidence by the deadline date.

o

City of Dublin FET College centres will receive a digital soft copy of this Handbook + Learner
Application Form. All documentation is available on https://cdetbcdu.ie/index.php/quality-

assurance/.

4. Appeals Office Statement of Outcomes Report to College

1. The Appeals Office will issue a Statement of Appeal Outcomes by email to the centre following the
completion of the appeals for that centre.

2. The centre retains the statement for their own records and issues the learner with a separate letter
communicating the appeal outcome i.e. the centre must not issue this statement to the learner.
(samples of letters are in this handbook)

3. The appeal fee refund will be carried out by the centre through the MIT system. Centres who do not
have this system will need to seek refunds from City of Dublin ETB Head Office (Banking). The centre
then forwards the refund to the learner.
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Centre Appeal Application Form

Instructions:

On receipt of the Learner Application form, the Centre must:

1.

2.

Complete the Centre Appeal Application form available online in MS FORMS.

Include the Appeal Reference Number on the Centre Appeal Application Form as per naming convention outlined
in Section 1 above. [City of Dublin ETB centre no. followed by the word “Appeal” and appeals no. e.g: 10 Appeal
01]

Submit the appeal + appeal documentation forms (both the Learner Application Form + Centre Application Form
can be submitted through uploading Learner application form when completing the online Centre Appeal
Application MS Form) or email them to appealsoffice@cdu.cdetb.ie

If centre is using MIT system — payments should be taken by the centre using MIT to enable the learner to be
reimbursed by the centre should the appeal be successful. The centre should send a list of the appeals using the
appeal reference number + learner names to the appealsoffice@cdu.cdetb.ie

If the centre is not using MIT system please send a list of Appeal Reference Numbers + Learner Names — with
lodgment details XX- 544-1632 to appealsoffice@cdu.cdetb.ie ensure the details of the name of the person who
made the lodgment if different from the learners name.

e Appeals must be processed by the Centre as soon as they are received

e Centres should conduct an Internal Appeal to ensure that any corrections are amended prior to
sending on to Appeals Office.

e Any applications for appeal received by the Appeals Office after 12 June 2026 cannot ensure they will
be processed in time for FET CAO-dependent zero round applicants

e Centres must inform learners directly of appeal outcome

External Appeal Fee
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Example of Centre Appeal Application Form in MS Forms
Centre External Appeals Application Form (MS FORMS)

Page 1 of 3

Tha 2ury wWill tako approsimataly § minuss 10 complota.

Hi, Barbara. When you submit this foms, the cemes il see yous naeme and emall addrass.
* Rpquired
1. Centre name and Q0| Centre Mumber * [

Select your answer o

Z Has the €40 Fee been lodged by the centre using MIT system.
[ MIT is nat in use in the centre then they must Iodge the fee to the Head Office Bank Account code X0(- 544-1632 ensure to use the reming comwention
autlined in Appeals hardbook to reference this lodgment, eqe 10 appeal 01 (10 = Gty of Dublin ETE centres numbering reference | Appeal | 01 = number of
appeal for that cendre] if not indicate why below eg: leamer is eeempt. * [
Sucramsul Appasis will B refunded by the contrs dinsctly to the lsarmer through B MIT syxtem, 1o 2 0 mporiant S B centre trao sl sppeai If o Gosment oo made by cees, it o

mfunded o that carct- f m I00QITRNT o madw by chegque, it i eefunded by chegue. The niammas and ioooment detalts mst be caposred oF S leamar mdy ot receive 2 tull redund it
this cannat b ddenafied.

o
() Na
() Leamer ks exempe

() Other

3. Appeal Reference Number [eg 10 Appeal 011* [

Appeals ratonde numbars are assonad to gach sppeal lodgmant reterence for tha €40t it indgodie tea City of Dublin ETS account MK- 544-1632.
If wisiveg MIT 1o taka thee foe this Is not needed

Mume ko the ssmng comvesbion sg: B8 Appeal 81 {10 = Céy of Dublin 1l cosire nusbar | Appasl | 21 = numbar of sppes for ihal cenbs] fes &ppeas Handbook]

Ervher yousr answer

4. Learner PPSN * [T

Ervher yousr answer
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Centre Appeals Application Form continued

Page 2 of 3

5. Learner name * [T

Enter your arswer

£ Module Title & Code * [

Enter your arswer

7. Mark Result and Grade
[eg: 50 - Pass/ &5 - Ment / 80 - Distinction] * [T}

Enter your arswer

£ Bxtennal Authenticator who conducted the extermal autherttication far this kearmer group this pear.
If not EA'd this year please indicate below. ®  [T1

Enter your arswer

3. Centre 00 Coordinator and email address* [T

Pl ordee the nam of he canines prmany 26 seoondary ontaces person for processing of this appeal

Enter your arswer

10. Is the learner evidence being shared Online via Onelvive/TEAMS or does the centre require alternative arrangements? * 1]

®  Gbars mamer sncence io ihs sppesiaofce#icdu cowth.is ws DrsDmes

= IFakemairee anangemenia ae regueed 5o haes the Appesls Ecamirer i kot st enderce in the ceme are requesd, peme email the Appeah Cifce, sppesleifcs Bpodu cdeibar

() Onking - OneDrive o soyvalin
-._.:: Reguings Bdamminer to VBT cenre T i esidenoa

() M5 Teams Assosoment

.__.:: Crther

11. Indicate the Urgency and reason for this Appeal Application* [

[of-Tu] Intermal Progression Eamirnal Processcon Emplorymanit

Skt uraEncy

12 Ensure the following items are incduded in your documentation * [

Lar

thck that pou tere nciuded el thew dema in your wbmnaen o the sposah ofhoe

" Comgonent ypechicaion « progmmes medule desogionror ink o

" Leamrer avicdanco shared onling - ansure eAcenca & infoldons and can be aotescod onding by examings, &0 no sipged jodder
®  Gnkne contenbiacoen pmeordetode f cpsicodle

Lparmer's Marking sheets

Leanvear authantication repon by laamer group by minor awand reades dhoot (001 0ES shaet of M3 or hlee shot)

Chuilirse soluttonsfanswars (iF applicable)

MIMLD tracking sheet (F applicabla)

() Contima a8 decurments indudad
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Centre Appeals Application Form continued

Page 3 of 3

13 Learmer Appeal Application form
{completed by the Learmer) (Non-anomymous question@} [

Wou can upload a dicital copy of the karmess application Torm. This must include the comesponding informasion as this application i

= Appaals refarenca number,
= Marre of Leamar,
= Module Stk and modulke cook.

# iesing an M foe for ke appel sppiication torm - an el shost can b torward to the appealsotficefedu cdethla

T uvphadiie

File rumnbser lerei: 10 Srwgle Ble wos el 1LH Allowssd S bypec Wiord, Bocel, PP P, Image, Wieden, Aok

14. Select the grounds for appeal indicated by the leamer in the application * [T

I'te agpesl can only nolude prevnualy preented sscurely reinned aderce. Mew svdence cennol be wbmsed

Mo other documendation in relaticn o ths sppesl can be submitied, (v g splanaon etier b Apzests Luamires: as @y lore o cemeaaung forler the sppeal
(71 1. Loarnsr bellewss marks were not added comectly or ware not recorded property
(1 Z Loarnsr bellewss the assesament was marked insppeopriatsly

3. Tra keamar maintaing that all Miodubes Inmended Leaming Outoomaes (MIMLOS) hava been mat. On this bass, the eamer formally requeas econsidartion of tha
ASSEERTHN SUTCDTS and 3 reviesr of the recondied grade of 455, with a view 1o s amendant o retlect thia tull marks achiewed

)
[} 4 Loarner bollowes azsesament condiians did not comply with spacification and e larmer repamen B Htuation reneciataly 1o tha ol ng S1a memier

15. Appeal application submitted by (on behalf of cenre)
{BrircipalManager Deputy Aasistant Head of Schacl/Q0) Co-ordinatsd * [

Enter your arswer

BB Microscdt 365

|5 rerderti o0 crvated by (P eamer oF he fore he date yeu b will Be aens m the foem serer. Mermers noroi enpemizie fos she prascy o sz Ly pracace ol rhrost o mekdng thew of e
Fovmi commwr. Pwasr gre oot pour pamwond

Microacd Porma | & Howsred sorys, qusoss and polb Cests my oan im

Privacy and cockin | e ol e
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4 Appeals Office Statement of Outcomes Report to College (sample)

City of Dublin { /;)*

FET College

Statement of External Appeal Outcome from External Appeals Office to College

QQl have been informed of the appeal outcomes indicated below and will amend statements of results
where the appeal has resulted in the original grade being upgraded. QQl will issue the candidate with a new

transcript and Certificate in due course.
The appeal fee of €40 will be reimbursed for every component where the appeal resulted in an upgrading.

Appeal assessment evidence will be returned directly to the college/centre.

Centre:  City of Dublin FET College <<name of centre and QQI centre no.>>

Learner PPSN Learner Name Component Title Outcome Org. Grade
Grade after
Appeal
000000000G Student Name  5NO000 Module title Successful P M
000000000S Student name  6N0000 module title Unsuccessful P n/a

A refund of the appeal fee of €40.00 will be issued in due course for every component where the appeal
resulted in an upgrade. If the payment has been made by

If a lodgment is made by card, it is refunded to that card / if a lodgment is made by cheque, it is refunded by
cheque. The names and reference details must be captured, or the learner may not receive a full refund if

the lodgment cannot be identified.

City of Dublin FET College - a provider of a programmes leading to a QQl
award Level 5 - further education and training

City of Dublin FET College External Appeals Process Handbook 2026 (V.3) - [this document uses Al assisted content]
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5 Sample Letters from Centre to Learner

The Centre should ensure that they directly communicate with the learner on the outcome of an appeal
and may use the following sample letters:

a. Sample Successful Appeal Letter from Centre to Learner

Date, Learner Name, Address
Re: QQI EXTERNAL APPEAL(S) May 2026
Dear Learner

Your appeal in respect of «Component/Module_Code» has been successful and a grade of
«Amended_Grade» is awarded as final grade.

Your statement of results has been amended and QQI will issue you, with a new certificate. Your appeal fee
of €40.00 will be reimbursed in due course.

Yours sincerely,

Principal /Head of Centre

b. Sample Unsuccessful Appeal Letter from Centre to Learner

Date, Learner Name, Address
Re: QQI EXTERNAL APPEAL/S May 2026
Dear Learner
| am writing to you regarding an appeal submitted for «Component/Module_Code»

This appeal has been unsuccessful and there is no change in grade. Your certificate has been issued with
June 2026 Certificates.

Yours sincerely

Principal/Head of Centre
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Section 3: Calendar for External Appeals

June Appeals Process

To cover appeals from all QQl certification periods, there are more appeal windows — a June process, and
Autumn and Spring process.

The June Appeals process is in place for May assessment and June certification. The June appeals process
supports the CAO early July deadline for Round Zero offers for FET applicants and a requirement of a

minimum of 10 working days/2 weeks’ notice for the learner to lodge an appeal is as follows:

June Submit your Centre Appeals Application along with

the relevant documentation
Contact the Appeals Office

e Appeal Reference Number,
External Appeals Office, c/o City of Dublin ETB CDU,

99 Marlborough Road, Donnybrook, Dublin 4, . .
& Y e Remittance Advice

D04 E9R5

e Award and assessment documentation

e Assessment evidence.

e  MIMLO tracking sheets

Contact the Appeals Office if evidence is not

available digitally online. A centre visit may be

arranged.

Appeals examined by Appeal Examiners

e Statements of outcomes reports prepared &
returned to Centre.

e Appeals assessment evidence is shared to the
Appeals Office email account
appealsoffice@cdu.cdetb.ie.

e  Centres are asked to un-share the evidence
when appeal is completed and outcomes have
been received.

by end June Centre informs learners of appeal outcome
June end QQl is informed of any centre and learner upgrades

by the Appeals Office
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2. Autumn and Spring Appeals Process

For appeals at other times of year (Autumn and Spring) the following for appeals will be in place:

Autumn and Spring Submit your Centre Appeals Application along with

the relevant documentation
Contact the Appeals Office to arrange External

Appeal. Appeal Reference Number, Remittance Advice +
award and assessment documentation + appeal
assessment evidence.

e Appeal evidence is made available online
e Appeals Examined.

QQl informed of any upgrades by the External
Appeals Office
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Section 4: City of Dublin ETB Procedural Appeals

A Procedural Appeal allows a learner to appeal a grade because of certain situations which may have arisen,
e.g. serious interruption during an exam (fire alarm, other noises/disturbances); and other situations where
the learner feels dis-advantaged. The learner completes the current Learner Application Form and informs
the centre of their appeal through the normal process.

The centre will take the necessary steps to investigate the learner’s grievance, make an informed opinion on
the grade awarded to the learner, and if appropriate, consider options regarding the learner re-submitting
assessment.

The centre must inform the City of Dublin ETB External Appeals Office of the Procedural Appeal and of the
final grade outcome, so that the City of Dublin ETB External Appeals Office can inform QQI of any successful
outcome.

However, if the centre discovers an error e.g. in the calculations of marks, the centre must contact QQl
through QHelp outlining the error and request the adjustment, to ensure the correction to the grade is
made. This may be done subsequent to all centre grades been submitted through QBS.

Section 5: City of Dublin ETB Guidelines for Viewing Examinations

1. Where a learner wishes to view their corrected assignment, as a precursor to an appeal, the centre
may facilitate a viewing at a set time arranged by the centre.

2. The learner must email a written request (see below) to the centre to view the corrected
exams/assignment(s) and specify the assignment(s) requested for viewing.

3. An appropriate time should be set for the learner to view the assignment(s). This should only be after
the publication of assessment results. The learner must complete the form before viewing the
assignment (see sample form below).

Sample Form
Learner Request to View Exams/Assignments

Learner’s Name:
Course:
Component(s):
Learner Signature:
Date of Viewing Examination Script(s):

Request to View Corrected Online Assignment/s form

4, The learner should view the assignment under supervision at all times. The supervisor may be an
Exams Secretary or other designated staff member but should not be an assessor who was involved
in the preparation of questions or the correction of the assignment.
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5. The learner should have a reasonable amount of time (20/30 minutes) to view an assignment.

6. The learner must be informed that they are not permitted to:
(1) Edit the corrected assignment
(2) Remove it from the area where it is being viewed

(3) Save/Screen Shot/Photograph it

(4) Amend or interfere with it in any way.

1. Instructions to learner:

(1) The learner does not have permission to edit or remove the corrected assignment. The
learner cannot save; screen shot or amend the assignment or interfere with it in any way.

(2) The learner cannot take notes or photograph the corrected assignment.

(3) The learner cannot discuss the corrected/graded assignment with the supervisor.

1. Instructions to Centre:

(1)  The Learner should complete the request to view corrected/graded assignment(s) form
before viewing and they should be made aware of the conditions listed above.

(2) The Learner should sign and date the request to view assignment form and the centre should
retain this form securely for record purposes.

-END-
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City of Dublin ETB

® [:reate Head Office,

City of Dublin FET College - a provider of programmes leading to a QQl 1-3 Merrion Road
award Level 5 - further education and training r . .
_/j) u Ballsbridge, Dublin 4

- Future =%

www.cityofdublinetb.ie
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